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Abstract

The purpose of this document is to provide a consistency between the group members of the team ENSCRYPT(.  This document assigns the various team roles to the team members and provides a description of those roles, describes the general attributes of a typical team meeting, several document standards adopted by the team, rules for self evaluation of team members, and standards for team behavior.  The document gives a detailed explanation and strategy to help guarantee the success of the project.
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Team Roles


Leader – Brian Crampton

The roles of the team leader include communicating to the advisor, calling and running team meetings, and monitors individual team member performance and participation.


Web Designer – Brian Crampton

The web designer is responsible for developing and maintaining the team web site.  The group, the client, and the advisor will use the website to monitor the team’s progress.  The URL for our team website is http://www.cet.nau.edu/~emm4/intel.


Communicator – Eric Miles

The team communicator will orchestrate communication between the team members and the client.  Having this role will ease communication with the client and limit possible confusions. 


Presentation Coordinator – Eric Miles 

The presentation coordinator will be responsible for organizing and structuring presentations during the projects lifetime.  This person will also be responsible for any additional audio or video effects required for the presentation.


Facilitator – Eric Miles

The facilitator will act in a neutral role to help resolve any team disputes.  In the event of a dispute between to team members, this person will attempt to resolve the situation by listening to each side of the argument and attempt to create an unbiased solution.


Recorder – Yoshani Thiruvilangam

The recorder will take meeting minutes, provides necessary documentation to the web designer.  This person will also be responsible for maintaining the team notebook as well as reminding the team of upcoming deadlines.



Documentation Coordinator – Yoshani Thiruvilangam

The documentation coordinator will be responsible for organizing and structuring all documents.  The documentation coordinator is not responsible for creating all required material for the document, but rather combining individual pieces into a single coherent document.

Meetings


Weekly meetings

A mandatory weekly meeting will occur Thursdays between 4 to 5 pm in the Engineering Department.  Additional meetings can occur on Tuesdays and Thursday at 6pm in North Morton Computer Lab.


Standard agenda

During a typical meeting, the recorder will give a synopsis of the previous meeting.  The other team members will then approve the minutes.  Then items of concern will be discussed accordingly.  Before the meeting is adjourned, the next meeting will be scheduled.


Decision strategy

When a team decision is required, all decisions will be decided on a 2/3rd majority vote.  Before a team vote will take place, time will be taken to discuss both sides of the issue at hand.


Minutes

The minutes of a previous meeting will be e-mailed to the other team members prior to the next meeting.  When the minutes are approved during a meeting, the web designer will have 48 hours to post the minutes to the web site.  The recorder will add the minutes to the team notebook. 


Attendance rules

All team members will be expected to attend all meeting unless prior notification is pre-approved by the other team members.  Three unexcused absences from meetings will result in a discussion at the next team meeting.  Handling of continued absences will be handled on a case-by-case basis, with the other team members deciding on necessary actions.  

Tardiness will be defined as being 15 minutes or later to a scheduled team meeting.  Being tardy will be considered an absence. 


Conflict Resolution Strategy

In the event that the facilitator cannot settle a dispute, the conflict resolution strategy will be used as the next course of action.  If the conflict is between only two members of the team, the third person will take on the role of facilitator for the incident.  If this does not solve the problem, or the conflict involves all team members, the team will first attempt to solve the conflict through a sit-down conversation.  A fourth person from another team may be asked to assist in resolving the conflict. As a last resort, if the team cannot work out the conflict, the technical advisor will be asked for assistance.

Document Standards


Word Processor Version



The team has agreed to use Microsoft Word 2000 for all team documents.


Coordination

The documentation coordinator will be responsible for pulling together the individual team efforts of a team document.


Version Control

All documents created for the team will be saved in the team website in a folder entitled ‘docs’.  All files will be required to store a file version code with the following convention:


_MMDD_hhmm






M – Month






D – Day






h – hour






m – minutes

Example:  For a deliverable, saved at 5:23p on October 29th, the document would have the following file name:




Deliverable1_1029_1723




Format



Team documents will be structured as follows:




Main heading – Times New Roman, size 20, bold, left aligned





Sub heading  - Arial, size 13, bold, left aligned, tabbed to ¼”.





Text body – Times New Roman, size 12, left aligned, tabbed to ½”.

Page numbering will be in the header and will consist of a brief document name, page number and will be left aligned. 

The table of contents will be assigned using the default Microsoft Word table of contents functionality (as you see in this document).


Review Process

The individual components must be submitted to the document coordinator 5 days prior to the final submission. The team members will review the draft document no later than 2 days before the final submission.    

Self Evaluation Method


How

The team’s self-evaluation method will consist of informal discussions regarding individual activity.  During the discussion, all team members will first give a brief description of the tasks they are working on.  After this discussion, each team member will be given an opportunity to voice their opinion on the productivity of the other members.  The recorder will document all information discussed at each evaluation and store it in the team notebook for future reference.


When

The team evaluation will occur on the 1st and 3rd Thursday of each month during the scheduled meeting time.

Standards for Behavior and Cooperation


Design Changes

In the event an individual feels a design change is necessary, they will be required to discuss the proposed change with the entire group.  The 2/3rd team consent rule will be used to decide whether or not to continue with the proposed design change.


Meeting Behavior

During a scheduled meeting, side talk should be kept to a minimum until the meeting is complete.  Due to the small size of the team, no “talking out of turn” rule will be adopted.  It will be the responsibility of the team members to be considerate as other members are speaking.
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